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STATE OF HAWAI |
M ni mum Qual i fication Specifications
for the C ass:

BOATI NG AND OCEAN RECREATI ON ADM NI STRATOR
(BOATI NG & OCCEAN RECR ADMWR)

Prerequi site Know edge and Abilities Required:

Know edge of: Principles and practices of public
adm ni stration including the budget and | egislative processes;
i ssues and processes invol ved in devel opi ng and mai nt ai ni ng
maxi mum use of real property and facilities for comercial use;
and principles and practices of supervision and managenent .

Ability to: Admnister a statew de boating and ocean
recreation program establish priorities and formul ate program
policies; plan, direct and coordinate the work of others;
establish and maintain effective working relationships with
| egi sl ative and other governnental officials, special interest
groups, individuals and concerned citizens; prepare clear and
conci se reports; and speak effectively before groups and
i ndi vi dual s.

Basi ¢ Educati on Requirenents:

Graduation froman accredited four (4) year college or
university with a bachelor’s degree. Excess work experience as
descri bed under the Experience Requirenents bel ow, or any other
progressively responsi ble adm nistrative, professional or
anal ytical work experience which provided know edge, skills, and
abilities conparable to those acquired in four (4) years of
successful study while conpleting a college or university
curriculumleading to a baccal aureate degree nay be substituted
on a year-for-year basis. To be acceptable, the experience nust
have been of such scope, level, and quality as to assure the
possessi on of conparabl e know edge, skills and abilities. The
education or experience nmust also denonstrate the ability to
wite clear and conprehensive reports and ot her docunents; read
and interpret conplex witten material; and sol ve conpl ex
problens |ogically and system cally.

Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants nmust have had progressively responsible
experience of the kind and quality described in the statenents
bel ow and in the anobunts shown bel ow, or any equi val ent
conbi nati on of training and experience.

CGeneral Experience: Two and one-half (2-1/2) years of
progressively responsi bl e professional work which invol ved
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gat hering, evaluating and analyzing facts and ot her pertinent
information required to resolve problens and/or to determ ne and
recomend appropriate courses of action. Such experience nust
have denonstrated the ability to elicit information orally and in
witing, apply problem solving nethods and techni ques, identify
alternatives, use judgenent in determ ning appropriate
alternatives, and prepare clear and concise witten reports and
recomendati ons for action.

Speci ali zed Experience: Two (2) years of professional work
experience whi ch denonstrated know edge of issues and processes
(e.g., economc, physical and environnental factors; needs and
concerns of comunity, business and special interest groups, and
governnent entities; sources of funding/financing) involved in
devel opi ng and maxi m zing use of real property and facilities for
conmer ci al use.

Manageri al Experience: Two (2) years of professional
manageri al experience which involved responsibility for the
managenent of operations, maintenance of facilities, and which
denonstrated the ability to deal effectively with business
contacts and the general public, and to recogni ze, analyze and
resol ve managenent and operational problenms. The nmanageri al
experi ence nust have involved responsibility for identifying
program goal s and obj ectives and eval uating their attainnment;
identifying resource needs (manpower, material equipnent);
pl anni ng, organi zi ng and coordinating programactivities to
attain program objectives within tinme, resource and budgetary
limtations; devel oping procedures; and actively participating in
policy determ nation, budget formulation and executi on.

Adm ni strative Aptitude: Admnistrative aptitude will be
consi dered to have been net when there is strong affirmative
evi dence of the necessary adm nistrative aptitudes and abilities.
Such evidence may be in the formof success in regular or special
assignments or projects which invol ved adm ni strative probl ens
(e.g., in planning, organizing, pronoting, and directing a
program including policy and budgetary considerations; providing
staff advice and assistance in such matters); interest in
adm ni strati on denonstrated by the performance of work
assignnents in a manner which clearly indicates awareness of
adm nistrative problens and the ability to solve them conpletion
of educational or training courses in the area of adm nistration
acconpani ed by the application of the principles, which were
| earned, to work assignnments; managenent’s observation and
eval uation of the applicant’s | eadership and adm nistrative
capabilities; success in trial assignnments to nmanagerial and/or
adm ni strative tasks.
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Substituti ons Al l owed:

1. A master’s degree froman accredited college or university
may be substituted for one (1) year of General Experience.

2. Excess Specialized or Manageri al Experience nay be
substituted for the General Experience on a nonth-for-nonth
basi s.

3. A bachelor’s degree in real estate froman accredited

coll ege or university may be substituted for one-half (1/2)
year of Specialized Experience.

4. A Certified Property Manager (CPM professional designation
or a Real Property Adm nistrator (RPA) professional
designation may be substituted for one-half (1/2) year of
the required Specialized Experience.

5. A master’s degree froman accredited college or university
in real estate, |and devel opnment or closely related field
may be substituted for one (1) year of the Specialized
Experi ence.

6. A master’s degree in urban or regional planning with a
specialization in | and use planning (or an equival ent
pl anning nmajor) froman accredited college or university may
be substituted for one (1) year of Specialized Experience.

7. A master’s degree in Geography with specialization in urban
and regional devel opment and successful conpl etion of
curriculumleading to a certificate in planning studies in
t he Departnent of Urban and Regi onal Planning at the
University of Hawaii may be substituted for one (1) year of
Speci al i zed Experi ence.

8. A Ph.D. degree (or equival ent doctoral degree) in urban or
regional planning with a specialization in |land use pl anning
(or equivalent planning major) froman accredited col | ege or
university may be substituted for one (1) year of
Speci al i zed Experi ence.

Quality of Experience:

Possessi on of the required nunber of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.
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Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of some positions. For such positions,
Sel ective Certification Requirements may be established and
certification nmay be restricted to eligibles who possess the
perti nent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connection between the kind of training and/or experience on

whi ch they wish to base selective certification and the duties of
the position to be filled.

Test s:

Applicants may be required to qualify on an appropriate
exam nati on

Physi cal and Medi cal Requirenents:

Appl i cants must be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or wthout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities will not automatically result in disqualification.
Those applicants who denonstrate that they are capabl e of
performng the essential functions of the position with or
w t hout reasonabl e accommodation will not be disqualified under
this section.

Any condition which would cause applicants to be a hazard to
t hensel ves or others is cause for disqualification.

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medical exam nation, and requires the approval of the
Director of Human Resources Devel opnent.

Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.

Desirable Qualifications:

Desirabl e Experience: Experience which involved managi ng
marine recreation prograns and facilities.
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Denponstrat ed Conpetency in:

« Developing a vision for the future by identifying an
organi zation’s opportunities and potential for
i nprovenent; initiating organizational change for the
future; building the vision with others and inspiring,
notivating and gui ding others toward goal acconplishnent.

« Anticipating, recognizing, and anal yzi ng operational
probl ens and opportunities. Ildentifying problens and
causal factors, devel oping innovative alternative
solutions and preventive measures, and maki ng sound and
effective decisions to resolve issues on a tinely basis.

« Communicating effectively with individuals with diverse
backgrounds, orally and in witing. Mnaging and
resolving conflicts, confrontations, and di sagreenents.

« Managi ng operations to neet expected performance |evels
on tinme.

« Encouraging, facilitating and obtai ning cooperation;
instilling pride; and fostering trust in order to work as
an effective group.

« Providing | eadership and notivating staff.

« Consistently and effectively using a performance
managenent system by setting performance standards;
apprai sing staff acconplishnents using the devel oped
standards; and taking action to reward, counsel, or
remove enpl oyees as appropri ate.

This is an anmendnment to the m ninum qualification
specification for the class BOATI NG AND OCEAN RECREATI ON
ADM NSI TRATOR ( BOATI NG & OCEAN RECR ADMWR), approved on June 3
1997.

DATE APPROVED: 8/01/01

DAVI S K. YOG
Director of Human Resources Devel opnent



